how to use microsoft excel 2013

How to Use Microsoft Excel 2013: A Complete Guide for Beginners and Beyond

how to use microsoft excel 2013 is a question many people ask when they first open this powerful
spreadsheet software. Whether you’re managing budgets, organizing data, or creating charts, Excel
2013 offers a wide range of tools that can simplify your work and boost your productivity. This guide
will walk you through the essentials of Excel 2013, helping you become comfortable with its interface,

functions, and advanced features.

Getting Started: Understanding the Excel 2013 Interface

Before diving into formulas or data entry, it’s important to familiarize yourself with the Excel 2013
environment. The layout is designed to be user-friendly, but knowing where everything is will save time

and reduce frustration.

The Ribbon and Tabs

At the top of the window, you’ll find the Ribbon—a toolbar that holds all the commands you need. It’s
divided into tabs such as Home, Insert, Page Layout, Formulas, Data, Review, and View. Each tab
groups related functions together. For example, the Home tab contains clipboard commands, font

settings, alignment tools, and basic number formatting.

The Quick Access Toolbar

Above the Ribbon, the Quick Access Toolbar lets you add your most frequently used commands like



Save, Undo, and Redo. You can customize this toolbar to include buttons that suit your workflow,

making it easier to execute routine tasks quickly.

Workbook and Worksheets

Excel files are called workbooks, and each workbook contains one or more worksheets (or
spreadsheets). Worksheets are made up of cells arranged in rows and columns. The intersection of a
row and column is a cell, identified by a column letter and row number (e.g., A1, B3). You can

rename, add, or delete worksheets using the tabs at the bottom of the screen.

Entering and Formatting Data

Once you know your way around the interface, it’s time to input some data. Excel 2013 is designed to

handle numbers, text, dates, and formulas effortlessly.

Inputting Data

Simply click on a cell and start typing. Press Enter to move down to the next cell or Tab to move right.
You can also copy and paste data from other applications or import data from external sources like

text files and databases.

Formatting Cells for Better Readability

Proper formatting makes your spreadsheet easier to read and understand. Under the Home tab, you’'ll
find options to change font style, size, color, and cell background. Number formatting is especially

useful — you can format cells as currency, percentages, dates, or fractions depending on your data



type.

Using Cell Styles and Themes

Excel 2013 offers pre-defined cell styles and workbook themes that help maintain consistent formatting
throughout your spreadsheet. Applying these styles can make your data more visually appealing and

easier to interpret.

Mastering Formulas and Functions

One of Excel’s most powerful features is its ability to calculate and analyze data using formulas and

functions. Learning how to use these effectively can transform how you work with spreadsheets.

Basic Formulas

Start with simple formulas like addition (=A1+B1), subtraction, multiplication, and division. Every
formula begins with an equals sign (=). You can reference other cells, which means that when the

input changes, your results update automatically.

Popular Functions in Excel 2013

Excel has hundreds of built-in functions. Some of the most commonly used include:

e SUM() - Adds up a range of numbers.



AVERAGE() - Calculates the average value in a range.

IF() - Performs logical tests and returns different values based on the result.

VLOOKUP() - Searches for a value in the first column of a range and returns a corresponding

value from another column.

COUNT() - Counts the number of cells with numbers.

Using the Formula Bar and AutoComplete

The formula bar displays the content of the selected cell and allows you to enter or edit formulas.
Excel 2013’s AutoComplete feature suggests functions or range names as you type, speeding up

formula creation and reducing errors.

Organizing and Analyzing Data

Excel is not just about entering numbers; it’s about making sense of data through organization and

analysis.

Sorting and Filtering Data

To sort data, highlight the range and use the Sort option under the Data tab. You can sort
alphabetically, numerically, or by custom lists. Filtering lets you display only the rows that meet certain

criteria, which is handy for large datasets.



Using Tables for Dynamic Data Management

Converting your data range into a table (Insert > Table) provides many benefits such as automatic

filtering, easier formatting, and dynamic range adjustments when adding new data.

Conditional Formatting

This feature lets you apply formatting to cells that meet specific conditions. For example, you can
highlight sales figures above a certain threshold or color-code dates that are past due. Conditional

formatting makes it easier to spot trends and outliers.

Visualizing Data with Charts and Graphs

A picture is worth a thousand words, and Excel 2013’s charting tools help you turn raw data into

compelling visuals.

Creating Charts

Select your data and go to the Insert tab to choose from a variety of chart types like column, line, pie,
bar, and scatter charts. Excel will generate a chart embedded in your worksheet that updates

dynamically with your data.

Customizing Charts

Once created, you can customize your chart’s layout, style, and colors. Adding titles, data labels, and



legends helps make your charts more informative. The Chart Tools contextual tabs appear when a

chart is selected for easy access to these options.

Using Sparklines

Sparklines are tiny charts that fit inside a cell, offering a quick visual summary of data trends. Insert

them via the Insert tab and choose from line, column, or win/loss types.

Advanced Tips for Using Microsoft Excel 2013 Efficiently

After mastering the basics, there are a few tricks you can use to work smarter and faster in Excel

2013.

Keyboard Shortcuts

Learning shortcuts can dramatically speed up your workflow. For example:

Ctrl + C and Ctrl + V for copy and paste.

Ctrl + Z to undo.

Ctrl + Arrow Keys to quickly navigate large datasets.

F4 to repeat the last action or fix cell references in formulas.



Using Named Ranges

Assigning names to cell ranges makes formulas easier to understand. Instead of =SUM(A1:A10), you

could name the range “Sales” and write =SUM(Sales).

Data Validation

Ensure data integrity by setting validation rules. For example, restrict entries to numbers within a range

or specific dates. This minimizes errors when multiple users input data.

Protecting Your Workbook

Excel 2013 allows you to password-protect your workbook or individual worksheets, preventing

unauthorized changes. This is especially useful for sensitive information or shared files.

Integrating Excel 2013 with Other Microsoft Office Tools

Excel doesn’t work in isolation. One of its strengths is the ability to integrate with Word, PowerPoint,

and Outlook, enhancing your overall productivity.

Embedding Excel Data into Word or PowerPoint

You can embed or link Excel tables and charts into Word documents or PowerPoint presentations.

This keeps your data consistent and up to date across files.



Using Outlook to Share Excel Files

With Outlook, you can easily email Excel workbooks directly from the application, making collaboration

and sharing seamless.

Exploring how to use Microsoft Excel 2013 reveals just how versatile and powerful this tool can be.
Whether you’re a beginner aiming to get comfortable with spreadsheets or someone looking to
leverage advanced functions and data analysis, Excel 2013 has something to offer. The key is to start
experimenting with its features and gradually build your skills—soon, you’ll be creating dynamic,

insightful spreadsheets that make your work easier and more efficient.

Frequently Asked Questions

How do | create a basic formula in Microsoft Excel 20132

To create a basic formula in Excel 2013, click on a cell where you want the result, type an equal sign

(=), then enter the formula using cell references and operators (e.g., =A1+B1), and press Enter.

How can | freeze panes to keep headers visible while scrolling in Excel

20137

In Excel 2013, go to the View tab, click on 'Freeze Panes,' and select 'Freeze Top Row' or 'Freeze

Panes' to keep headers or specific rows/columns visible while scrolling.

What is the easiest way to sort data in Excel 2013?%

Select the range of cells you want to sort, go to the Data tab, and click on the 'Sort A to Z' or 'Sort Z

to A’ buttons to sort your data in ascending or descending order.



How do | create a chart from my data in Excel 2013?

Select the data range you want to visualize, go to the Insert tab, choose the desired chart type (e.g.,

Column, Line, Pie), and Excel will generate the chart for you.

How can | use conditional formatting to highlight cells in Excel 20132

Select the cells to format, go to the Home tab, click 'Conditional Formatting,' choose a rule type (like
Highlight Cell Rules), define the condition, and set the formatting style to highlight cells based on

criteria.

How do | remove duplicate entries in Excel 20139

Select the range of cells or the entire table, go to the Data tab, click 'Remove Duplicates,' choose the

columns to check for duplicates, and click OK to delete duplicate rows.

Additional Resources

How to Use Microsoft Excel 2013: A Professional Guide to Mastering the Classic Spreadsheet Tool

how to use microsoft excel 2013 is a question frequently asked by professionals, students, and
businesses who rely on this indispensable software for data analysis, financial modeling, and project
management. Despite being an older version, Excel 2013 remains widely used due to its robust
features and user-friendly interface, making it a valuable tool for anyone looking to organize data
efficiently and perform complex calculations. This article delves into the practical aspects of using

Microsoft Excel 2013, highlighting key features, functionalities, and tips to maximize productivity.

Getting Started with Microsoft Excel 2013

Microsoft Excel 2013 introduces a refined interface compared to its predecessors, designed to improve



workflow and accessibility. Upon launching, users encounter the Start Screen, offering a selection of
templates tailored to various tasks such as budgeting, calendars, and invoices. This version leverages
the Ribbon interface, categorizing commands under tabs like Home, Insert, Page Layout, and

Formulas, thereby streamlining navigation.

Understanding the Excel 2013 Interface

A fundamental step in learning how to use Microsoft Excel 2013 is becoming familiar with its interface

components:

Ribbon: The horizontal toolbar at the top, divided into tabs and groups, provides quick access to

commands.

Formula Bar: Displays the content of the active cell and allows formula editing.

Worksheet Grid: The main area composed of rows and columns where data is entered.

Sheet Tabs: Located at the bottom, enabling navigation between multiple sheets within a

workbook.

Quick Access Toolbar: A customizable toolbar for frequently used commands.

Understanding these elements is crucial for efficiently navigating and utilizing Excel 2013’s capabilities.



Core Functionalities and Features

Microsoft Excel 2013 is prized for its versatility, supporting a range of tasks from simple data entry to
advanced analytics. Exploring these core functionalities provides insight into how users can harness

the software to meet diverse objectives.

Data Entry and Formatting

At its core, Excel is a spreadsheet application designed for data entry. Excel 2013 supports various
data types including text, numbers, dates, and currency formats. The Home tab offers comprehensive
formatting tools such as font customization, cell styles, alignment options, and conditional formatting.
Conditional formatting, in particular, enhances data visualization by automatically applying formatting

rules based on cell values, aiding in quick pattern recognition.

Formulas and Functions

One of Excel 2013’s most powerful features is its extensive library of formulas and functions, which
automate calculations and data manipulation. Users can perform basic arithmetic, statistical analysis,
logical tests, and lookup operations using formulas like SUM, AVERAGE, IF, VLOOKUP, and
COUNTIF.

The Formula Bar facilitates formula construction, while the Insert Function dialog guides users through
function syntax, reducing errors. For professional users, mastering these formulas is essential for data-

driven decision-making and report generation.



Data Visualization with Charts and Tables

Excel 2013 enhances data interpretation through improved charting capabilities. Users can create a
variety of charts, including bar, line, pie, and scatter plots, directly from selected data ranges. The
recommended charts feature suggests the most suitable visualization based on the data structure,

streamlining the creation process.

Additionally, Excel 2013 supports PivotTables, which allow dynamic summarization and analysis of
large datasets. PivotTables can be customized with filters, slicers, and calculated fields, making them

indispensable for in-depth reporting.

Advanced Tools and Integration

Beyond basic spreadsheet functionalities, Excel 2013 integrates advanced tools that appeal to power

users and analysts.

Power View and Power Pivot

Excel 2013 introduces Power View, an interactive data visualization tool that allows users to create
dashboards and reports with enhanced interactivity. Power Pivot enables advanced data modeling by
importing large datasets from multiple sources, creating relationships, and performing complex

calculations using Data Analysis Expressions (DAX).

These features extend Excel’s capacity beyond traditional spreadsheets, positioning it as a business

intelligence tool suitable for sophisticated data analysis.



Collaboration and Cloud Integration

While Excel 2013 predates full cloud integration seen in later versions, it supports collaboration
through OneDrive and SharePoint. Users can save workbooks online and share them with colleagues
for real-time editing, although simultaneous collaboration is less seamless than in newer Excel

editions.
The software also allows the embedding of comments and track changes, facilitating communication in

team environments. For organizations relying on Microsoft Office 365, Excel 2013 serves as a

compatible desktop solution within the broader cloud ecosystem.

Practical Tips for Efficient Use

Mastering how to use Microsoft Excel 2013 involves not only understanding features but also adopting

best practices that enhance productivity.
1. Keyboard Shortcuts: Utilizing shortcuts such as Ctrl+C (copy), Ctrl+V (paste), Ctrl+Z (undo), and
F4 (repeat last action) can significantly speed up workflow.

2. Named Ranges: Assigning names to cell ranges simplifies formula creation and improves

spreadsheet readability.

3. Data Validation: Implementing validation rules prevents incorrect data entry, maintaining data

integrity.

4. Template Usage: Leveraging built-in templates saves time and ensures standardized formatting

across projects.



5. Regular Backups: Saving multiple versions of important workbooks safeguards against data loss.

Adopting these strategies fosters a more organized and error-resistant approach to data management.

Comparing Excel 2013 with Later Versions

Though Excel 2013 remains functional and relevant, it lacks some enhancements introduced in
subsequent releases. For example, Excel 2016 and 2019 offer improved collaboration tools, more
diverse chart types, and enhanced Power Query integration. However, for users prioritizing stability

and compatibility with legacy systems, Excel 2013 presents a balanced option.

Its performance on older hardware is often smoother compared to newer versions, and it retains core

functionalities essential for most business and academic tasks.

Conclusion

Navigating how to use Microsoft Excel 2013 effectively requires familiarity with its interface, a solid

understanding of formulas and data visualization, and an appreciation for its advanced analytical tools.
While not the newest iteration, Excel 2013 continues to serve as a dependable platform for managing
and interpreting data across numerous professional fields. By leveraging its features and incorporating

best practices, users can unlock the full potential of this classic spreadsheet software.
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how to use microsoft excel 2013: Microsoft Excel 2013 Introduction Quick Reference
Guide (Cheat Sheet of Instructions, Tips and Shortcuts - Laminated Card) Beezix, 2013-02-07
Laminated quick reference showing step-by-step instructions and shortcuts for how to use Microsoft
Office Excel 2013. The following topics are covered: Entering and Editing Data Picking from a
Drop-Down List Selecting Cells Resizing Column Width and Row Height Inserting and Deleting
Rows, Columns and Cells Clearing Cells, Clearing Formatting Borders, Shading, Text Color
Formatting Number Cells Aligning and Merging Cell Contents Entering Dates Entering a Sequence
of Numbers Entering Formulas & Functions Entering SUM and Other Functions Quickly Absolute vs.
Relative Cell References. Copying and Moving Data: Copying to Adjacent Cells; Cut, Copy, Paste;
Drag & Drop. Sheet Features: Renaming, Moving, Copying, Selecting, Inserting, Deleting Sheets.
Editing Multiple Worksheets Simultaneously. Previewing, Printing and Page Setup Scaling to Print
Printing a Specific Area Using Page Break Preview to Adjust Page Breaks Repeating Rows/Columns
on Every Page. Also includes a list of Touch Actions, Selection and Movement Shortcuts.

how to use microsoft excel 2013: Microsoft Excel 2013 Inside Out Craig Stinson, Mark
Dodge, 2013-04-15 You're beyond the basics—so dive in and really put your spreadsheet skills to
work! This supremely organized reference is packed with hundreds of timesaving solutions,
troubleshooting tips, and workarounds. It’s all muscle and no fluff. Learn how the experts tackle
Excel 2013—and challenge yourself to new levels of mastery. Includes companion eBook and sample
files. Topics include: Customizing the Excel workspace Best practices for designing and managing
worksheets Creating formulas and functions Performing statistical, what-if, and other data analysis
Core to advanced charting techniques Using graphics and sparklines Managing databases and tables
Automating Excel with macros and custom functions Collaborating in Excel online, in the cloud, and
more Extending Excel

how to use microsoft excel 2013: Microsoft Excel 2013: Create and Use Spreadsheets
The Tilde Group, 2014 A spreadsheet course which emcompasses formulas, functions, formatting
and charts.

how to use microsoft excel 2013: Microsoft Excel 2013 Data Analysis and Business
Modeling Wayne Winston, 2014-01-15 Master business modeling and analysis techniques with
Microsoft Excel 2013, and transform data into bottom-line results. Written by award-winning
educator Wayne Winston, this hands-on, scenario-focused guide shows you how to use the latest
Excel tools to integrate data from multiple tables—and how to effectively build a relational data
source inside an Excel workbook. Solve real business problems with Excel—and sharpen your edge
Summarize data with PivotTables and Descriptive Statistics Explore new trends in predictive and
prescriptive analytics Use Excel Trend Curves, multiple regression, and exponential smoothing
Master advanced Excel functions such as OFFSET and INDIRECT Delve into key financial,
statistical, and time functions Make your charts more effective with the Power View tool Tame
complex optimization problems with Excel Solver Run Monte Carlo simulations on stock prices and
bidding models Apply important modeling tools such as the Inquire add-in

how to use microsoft excel 2013: Microsoft Excel 2013's Information Functions Dave
Zucconi, 2015-01-16 Enjoy these detailed instructions of all Information functions in Microsoft Excel
2013 that no one should be without. These instructions are accompanied by descriptive screen shots.
Intended to be reference material for beginners and intermediate users. Make Excel work harder for
you so that you can become a greater asset to yourself and to your employer. Some of these
functions will leave you accidentally impressive to many of your peers. So let's get started!
Functions Covered: Cell Error.Type Info IsBlank IsErr IsError IsEven IsFormula IsLogical [SNA
IsNonText IsNumber IsOdd IsRef IsText N NA Sheet Sheets Type

how to use microsoft excel 2013: Microsoft Excel 2013's Logical Functions Dave Zucconi,
2014-12-24 Enjoy these detailed instructions of all Logical functions in Microsoft Excel 2013 that no
one should be without. These instructions are accompanied by descriptive screen shots. Intended to
be reference material for beginners and intermediate users. Make Excel work harder for you so that




you can become a greater asset to yourself and to your employer. Some of these functions will leave
you accidentally impressive to many of your peers. So let's get started! Functions Covered: And
False If IfError IfNA Not Or True XOR

how to use microsoft excel 2013: Excel in MS Excel NAVEENKUMAR NAMACHIVAYAM,
MS Excel - a spreadsheet application of Microsoft playing a critical role in management, accounting,
business deals, software industry, government agencies, statistics, and more. Excel is one of the
most popular program across the globe. Millions of people uses MS Excel in a regular basis. Not
many people know about the amazing features of Excel. It is important to know about those features
in order to manage your data and perform tasks easily and quickly. Excel in MS Excel enables MS
Excel users to work efficiently and effectively by lessening the effort and time spent on data
manipulations, data illustrations, modeling data and reports, reviewing reports and by creating
add-ins/macros to perform repetitive tasks. Excel in MS Excel explains about the user interface of
MS Excel 2013 and illustrate the basic useful functionalities of MS Excel in a simple and effective
way with relevant examples and screenshots in place. It provides useful tips and best practices to
work-on, learn, and excel in doing tough tasks in easy and quick methods. Features of MS Excel
explained using the latest version of MS Office suite i.e. MS Excel 2013.

how to use microsoft excel 2013: Excel 2013 in easy steps Michael Price, 2013-11-18 Excel
2013 in easy steps shows you how to quickly get to grips with the new features of Microsoft’s latest
version of this popular spreadsheet application. Excel 2013 brings more intuitive ways to explore,
analyse and display your data, and simplifies sharing and collaborating using cloud storage. Excel
2013 in easy steps explores the Ribbon interface provided by Office 2013 and the subscription
version, Office 365. It shows you how to create and manipulate worksheets, starting with the basic
concepts, then introducing functions and features that allow you to organize and manage vast
amounts of information. It covers the Excel Table data list structures, advanced functions and Excel
add-ins, and shows you how to present your worksheet data in chart formats. The book will help you
to create macros, recorded or via Visual Basic. You'll learn how to use templates, tools and other
resources to help you apply Excel to various tasks. You'll link your worksheets to other workbooks
and get automatic updates. It also covers Excel on the Internet, using the Office Web Apps. Written
concisely, yet comprehensively, Excel 2013 in easy steps uses detailed images and easy-to-follow
instructions to get you up to speed with Excel, whether you’'re just upgrading from a previous
version or you are new to the spreadsheet concept.

how to use microsoft excel 2013: MOS 2013 Study Guide for Microsoft Excel Joan
Lambert, 2013-08-15 Demonstrate your expertise with Microsoft Office! Designed to help you
practice and prepare for the 2013 Excel Microsoft Office Specialist (MOS) exam, this all-in-one study
guide features: Full, objective-by-objective exam coverage Easy-to-follow procedures and
illustrations to review essential skills Hands-on practice tasks to apply what you've learned Includes
downloadable practice files

how to use microsoft excel 2013: Microsoft Excel 2013 Alberto Ferrari, Marco Russo, 2013
Transform your skills, data, and business and create your own BI solutions using software you
already know and love: Microsoft Excel. Two business intelligence (BI) experts take you inside
PowerPivot functionality for Excel® 2013, with a focus on real world scenarios, problem-solving, and
data modeling. You'll learn how to quickly turn mass quantities of data into meaningful information
and on-the-job results?no programming required!

how to use microsoft excel 2013: Excel 2013 Simplified Paul McFedries, 2013-02-26 A
friendly, visual approach to learning the basics of Excel 2013 As the world's leading spreadsheet
program, Excel is a spreadsheet and data analysis tool that is part of the Microsoft Office suite. The
new Excel 2013 includes new features and functionalities that require users of older versions to
re-learn the application. However, whether you're switching from an earlier version or learning
Excel for the first time, this easy-to-follow visual guide gets you going with Excel 2013 quickly and
easily. Numbered steps as well as full-color screen shots, concise information, and helpful tips, all
contribute to a clear, comfortable learning experience. Covers Excel basics, workbook fundamentals,




formatting worksheets and enhancing them with graphics, analyzing data, communicating results
with charts and PivotTables, and much more Walks you through using Flash Fill, representing your
data in a variety of ways, and maximizing a more interactive interface Demonstrates how to share
workbooks, collaborate with others, and embed portions of your spreadsheets on social network
pages Excel 2013 Simplified is a quick and easy way to get up to speed on Excel 2013 for both
novice users and those upgrading from an earlier version.

how to use microsoft excel 2013: A Guide to Microsoft Excel 2013 for Scientists and
Engineers Bernard Liengme, 2015-03-17 Completely updated guide for students, scientists and
engineers who want to use Microsoft Excel 2013 to its full potential. Electronic spreadsheet analysis
has become part of the everyday work of researchers in all areas of engineering and science.
Microsoft Excel, as the industry standard spreadsheet, has a range of scientific functions that can be
utilized for the modeling, analysis and presentation of quantitative data. This text provides a
straightforward guide to using these functions of Microsoft Excel, guiding the reader from basic
principles through to more complicated areas such as formulae, charts, curve-fitting, equation
solving, integration, macros, statistical functions, and presenting quantitative data. - Content written
specifically for the requirements of science and engineering students and professionals working with
Microsoft Excel, brought fully up to date with the new Microsoft Office release of Excel 2013 -
Features of Excel 2013 are illustrated through a wide variety of examples based in technical
contexts, demonstrating the use of the program for analysis and presentation of experimental results
New to this edition: - The Backstage is introduced (a new Office 2013 feature); all the 'external’
operations like Save, Print etc. are now in one place - The chapter on charting is totally revised and
updated - Excel 2013 differs greatly from earlier versions - Includes many new end-of-chapter
problems - Most chapters have been edited to improve readability

how to use microsoft excel 2013: Microsoft Excel 2013 Michael Miller, 2014-05-06
Microsoft® Excel® can be an overwhelming and intimidating software product to use, but armed
with the right book, anyone can master the basics. Packed full of color screen shots and illustrations,
Idiot's Guides: Microsoft® Excel® 2013 will teach any novice how to perform all of the essential
functions, including how to create a spreadsheet from scratch; build and edit basic formulas and
functions; manage, sort, and edit data cleanly and efficiently; create and insert graphics; work with
tables; generate readable reports; and much more.

how to use microsoft excel 2013: Microsoft Excel 2013 Data Analysis with Tables Quick
Reference Guide Beezix, 2013-04-17 Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use tables, PivotTables, sorting and filtering features in
Microsoft Office Excel 2013. This guide is suitable as a training handout, or simply an easy to use
reference guide, for any type of user. The following topics are covered: List Range or Table? Excel
Tables: Creating an Excel Table, Adding or Deleting a Table Row or Column, Turning On/Off the
Total Row, Removing Duplicates, Using Table Specifiers in Formulas, Converting a Table to a List
Range, Using a List Range for Sorting, Filtering, Subtotals, and PivotTables. PivotTables: Creating a
PivotTable or PivotChart from Worksheet Data, Show/Hide the PivotTable Fields Pane,
Adding/Removing a PivotTable Field, Refreshing a PivotTable, Rearranging a PivotTable, Adding a
PivotChart to an Existing PivotTable, Changing the Summary Function, Changing How Values are
Shown, Sorting and Filtering a PivotTable, Filtering PivotTables with Timelines, Using a PivotTable
to Analyze Multiple Data Sources, Adding Excel Workbook Tables to the Data Model, Adding
External Data to the Data Model, Defining Relationships Across Multiple Tables, Creating a New
PivotTable to Analyze Multiple Data Model Tables, Adding Tables and Fields to an Existing
PivotTable, Advanced Data Analysis, Creating a Power View Sheet, Adding a Visualization to Power
View. Sorting & Filtering a Table or List Range: Basic Sorting, Complex Sorting, Filtering and
Advanced Filtering, Show/Hide AutoFilter, Filtering with AutoFilter. Advanced Filtering: Criteria for
Advanced Filters, Using Advanced Filters/Copying Filtered Data to Another Range,
Selecting/Ordering Columns, Clearing Filtering and Sorting, Subtotals. This guide is one of several
titles available for Excel 2013: Excel 2013 Introduction; Excel 2013 Data Analysis with Tables;



Functions & Formulas.

how to use microsoft excel 2013: Excel 2013 VBA and Macros Bill Jelen, Tracy Syrstad,
2013-02-04 SAVE TIME AND SUPERCHARGE EXCEL 2013 WITH VBA AND MACROS! Use Excel®
2013 VBA and Macros to automate virtually any routine task, and save yourself hours, days, maybe
even weeks. Then, learn how to make Excel do things you thought were simply impossible! You'll
discover macro techniques you won'’t find anywhere else and learn how to create automated reports
that are amazingly powerful and useful. Bill Jelen and Tracy Syrstad show how to instantly visualize
information, so you and your colleagues can understand and act on it...how to capture data from
anywhere, and use it anywhere...how to automate Excel 2013’s most valuable new features.
Mastering advanced Excel macros has never been easier. You'll find simple, step-by-step
instructions, real-world examples and case studies, and 50 workbooks packed with bonus examples,
macros, and solutions-straight from MrExcel. ¢ Get started fast with Excel 2013 macro development
» Write macros that use Excel 2013 enhancements, including Timelines and the latest pivot table
models « Work efficiently with ranges, cells, and R1C1-style formulas ¢ Build super-fast applications
with arrays ¢ Write Excel 2013 VBA code that works on older versions of Excel ¢ Create custom
dialog boxes to collect information from your users ¢ Use error handling to make your macros more
resilient * Use web queries and new web service functions to integrate data from anywhere ¢« Master
advanced techniques such as classes, collections, and custom functions ¢ Build sophisticated data
mining and business analysis applications ¢ Read and write to both Access and SQL Server
databases ¢ Control other Office programs-and even control Windows itself ¢ Start writing Excel
Apps similar to those in the Excel App Store About MrExcel Library: Every book in the MrExcel
Library pinpoints a specific set of crucial Excel tasks and presents focused skills and examples for
performing them rapidly and effectively. Selected by Bill Jelen, Microsoft Excel MVP and
mastermind behind the leading Excel solutions website MrExcel.com, these books will ¢
Dramatically increase your productivity-saving you 50 hours a year or more * Present proven,
creative strategies for solving real-world problems ¢ Show you how to get great results, no matter
how much data you have * Help you avoid critical mistakes that even experienced users make

how to use microsoft excel 2013: Microsoft Excel 2013 Introductory Quick Reference
Training Card Tutorial Guide Cheat Sheet (Instructions and Tips) TeachUcomp Inc, 2017-07-18
Designed with the busy professional in mind, this 4-page quick reference guide provides step-by-step
instructions in Excel 2013. When you need an answer fast, you will find it right at your fingertips
with this Microsoft Excel 2013 Quick Reference Guide. Simple and easy-to-use, quick reference
cards are perfect for individuals, businesses and as supplemental training materials. Includes touch
gestures and keyboard shortcuts.

how to use microsoft excel 2013: ,

how to use microsoft excel 2013: Adobe Acrobat DC Training Manual Classroom in a Book
TeachUcomp , 2019-10-27 Complete classroom training manual for Adobe Acrobat DC. 315 pages
and 163 individual topics. Includes practice exercises and keyboard shortcuts. Professionally
developed and sold all over the world, these materials are provided in full-color PDF format with
not-for-profit reprinting rights and offer clear, concise, and easy-to-use instructions. You will learn
PDF creation, advanced PDF settings, exporting and rearranging PDFs, collaboration, creating
forms, document security, and much more. Topics Covered: Getting Acquainted with Acrobat 1.
Introduction to Adobe Acrobat Pro and PDFs 2. The Acrobat Environment 3. The Acrobat Home View
4. The Acrobat Tools View 5. The Acrobat Document View 6. The Menu Bar 7. Toolbars in Acrobat 8.
The Common Tools Toolbar 9. Customizing the Common Tools Toolbar 10. Customizing the Quick
Tools Toolbar 11. The Page Controls Toolbar 12. Resetting All Customizable Toolbars 13. Showing
and Hiding All Toolbars and the Menu Bar 14. The Navigation Pane 15. The Tools Center 16.
Customizing the Tools Pane Opening and Viewing PDFs 1. Opening PDFs 2. Selecting and Copying
Text and Graphics 3. Rotating Pages 4. Changing the Viewing Options 5. Using the Zoom Tools 6.
Reviewing Preferences 7. Finding Words and Phrases 8. Searching a PDF and Using the Search Pane
9. Sharing PDFs by Email 10. Sharing PDFs with Adobe Send and Track Creating PDFs 1. Creating



New PDFs 2. Creating PDFs from a File 3. Creating PDFs from Multiple Files 4. Creating Multiple
PDF Files at Once 5. Creating PDFs from Scanned Documents 6. Creating PDFs Using the PDF
Printer 7. Creating PDFs from Web Pages Using a Browser 8. Creating PDFs from Web Pages Using
Acrobat 9. Creating PDFs from the Clipboard 10. Creating PDFs Using Microsoft Office 11. Creating
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